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PUBLIC  UDR.^RY 


The  Honorable  Dianne  Feinstein 

Mayor,  City  and  County  of  San  Francisco 

Room  200,  City  Hall 

San  Francisco,  California  94102 


Re:     Annual  Report  of  Controller's 
Office,  F.  Y.  1978-1979 


Dear  Mayor  Feinstein: 

Attached  is  a  report  on  the  operations  of  the  Controller's 
Office  for  the  fiscal  year  ended  June  30,  1979. 

On  July  1,  1979,  the  F.I.R.M.-FAMIS  Accounting  System  was 
implemented. 
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City  and  County  of  San  Francisco 


OFFICE  OF 
CONTROLLER 

1978-79  Fiscal  Year 
Annual  Report 

Controller 
(Department  09-01) 


S^cope  of  Report 

The  Controller  has  responsibility  for  financial  planninq,  control 
and  management  for  the  City  and  County  of  San  Francisco.     One  broad  area 
of  his  responsibility  is  Electronic  Data  Processing  which  is  reoorted 
separately  as  Department  09-02. 

There  are  six  principal  operating  divisions  to  be  discussed  in  more 
detail  below: 

1.  Accounts  and  Reports 

2.  Audits 

3.  Budget 

4.  Financial  Services  (formerly  General  Office) 

5.  Grants 

6.  Payroll 

These  operating  divisions  are  under  overall  supervision  of  the  Con- 
troller and  the  Chief  Assistant  Controller  supported  by  a  secretarial 
staff  of  three  and  the  Controller's  legal  counsel. 

Accounts  and  Reports 

Approved  Budget  $529,126 

Number  of  Employees:     17,   1977-78  (Including  2  CETA's) 

13,  1978-79 

This  division  maintains  the  general  ledger  of  the  City  and  pre- 
pares most  of  the  reports  derived  from  the  general  ledger.     The  nature 
of  its  activities  does  not  lend  itself  to  statistical  analysis. 

Major  Activities 

1.     Review  and  approve  for  Controller  all  documentations  affecting 
the  City's  appropriations  and  general  ledger. 

1977-  78     7,024  Journal  Vouchers 

1978-  79  * 

*     Transferred  to  and  included  in  statistics  of  Financial  Services 
Division . 
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City  and  County  of  San  Francisco 
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Major  Activities  (Cont'd) 

2.  Prepare  Controller's  annual  financial  report,  public  service 
enterprises  financial  statements,  annual  Road  Fund  reoort, 
reports  to  State  Controller,  Special  Gas  Tax  Street  Improve- 
ment Fund  report,  and  various  interim  renorts. 

1977-  78  24  reDorts 

1978-  79  24  reports 

3.  Perform  Controller's  duties  relative  to  the  property  taxes 

as  required  in  the  Revenue  and  Taxation  Code  and  the  Charter. 
Preoare  tax  apnortionraent ,  adjustment  and  redemotion  data. 

4.  Maintain  grant  ledger  for  cash  receipts  to  be  reconciled  with 
the  general  ledger. 

1977-  78     500  -  600  grants 

1978-  79  ** 

5.  Reconcile  outstanding  warrants  for  all  funds. 

1977-  78  Approximately  2,280,000  warrants 

1978-  79  Approximately  2,30  0,000  warrants 

6.  Maintain  control  and  perform  audits  on  bond  interest  and  re- 
demption of  City's  general  obligation  bonds. 

1977-78  1978-79 

Bonds  Processed  13,355  10,975 
Interest  CouDons     205,057  176,953 

**  Transferred  to  and  included  in  the  statistics  of  the  Grant  Division 
Audit  Division 

Approved  Budget  -  $354,173 
Number  of  Employees:   13  -  1977-78 

17  -  1978-79   (Including  3  CETA's) 

Major  Activities 

Primary  duties  of  this  division  is  the  auditing  of  City  and  County 
departments  and  audits  of  non-profit  garages,  produce  market  and  parking 
lot  leases. 
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Major  Activities  (Cont'd) 

1.  Audits  of  City  and  County  departments  and  non-profit  corporations 
performed. 

1977-  1978  302 

1978-  1979  257 

2.  Maintain  a  claim  register  and  process  claims  filed  against  the 
City. 

1977-  1978       3,120  claims 

1978-  1979       3,200         "  (approx.)* 

3.  Verify  contract  modifications 

1977-  1973  379  Modifications 

1978-  1979  ** 

*     Performed  by  Secretarial  Division 

**  Transferred  to  and  included  in  statistics  of  the  Financial  Services 
Division. 

Budget 

Approved  Budget  -  $2  78,457 

Number  of  Employees :     13     1977-1978  (Including  4  CETA's) 

7     1978-1979  (Including  1  CETA) 

Major  Activities 

The  primary  function  of  the  division  is  to  produce  the  City's  annual 
budget  and  annual  appropriation  ordinance.     In  addition,  the  division  de- 
termines the  legality  and  availability  of  funds  for  payrolls,  employment 
reguisitions  and  certain  objects  of  expenditures. 

1.  Four  balanced  budgets  are  developed  durina  the  normal  year; 

a.  The  departmental  (or  CAO)  budget 

b.  Mayor's  budget  (published  in  the  official  newspaper) 

as  submitted  to  the  Board  of  Supervisors. 

c.  Supervisors'  budget 

d.  Final  Budget  after  passage  of  the  Tax  Rate  Ordinance. 

The  annual  appropriation  ordinance  reflecting  these  budgets  is  pre- 
pared concurrently. 

2.  Determination  of  costs  for  contracts  replacing  city  employees 
when  the  work  can  be  done  more  efficiently  at  a  lower  cost. 

1978-1979*-  17  cost  determinations 
*     F.Y.   1973-79  was  the  first  year  of  cost  determination 
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Major  Activities  (Cont'd) 

3.  Payrolls,  nermanent  and  temnorary  requisitions,  emnloyment  ex- 
tensions and  warrant  releases  are  audited  for  legality  and  the 
availability  of  funds. 

1977-78  1978-79 


* 

*  * 


Payrolls  (Temporary)  8,346 

Requisitions  14,375 

Extensions  5,596  ** 

Releases  (Held  checks  only)  101  ** 

4.  For  travel,  membership  dues,  equipment  and  capital  items,  re- 
quests for  warrants,  transfer  of  funds,  contracts,  work  orders, 
purchase  orders,  etc.   are  audited  as  to  legality  and  availabil- 
ity of  funds. 

1977-  78     3563  documents 

1978-  79  ** 

5.  Payrolls  are  prepared  and  personnel  records  are  kept  for  both 
the  Controller  (Department  09-01)   and  Controller's  E.D.P.  (De- 
partment 09-02) 

Payrolls 

1977-  78  299 

1978-  79  459 

6.  Number  of  supplemental  appropriation  requests  processed. 

1977-  78  473 

1978-  79  412 

*       Transferred  to  Civil  Service  Commission 

**     Transferred  to  and  included  in  statistics  of  Financial 
Services  Division. 

Financial  Services  Division 

Disbursements  Section 

Approved  Budget  -  $917,386 

Number  of  Employees  -  47     1977-78  (Including  12  CETA's) 

53     1978-79  (Including  13  CETA's) 

This  section  audits  documents  as  to  legality,  properness  and  the 
availability  of  funds.     It  prepares,  records  and  releases  warrants  when 
the  requests  are  determined  to  be  correct  and  proper. 
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Financial  Services  Division  (Cont'd) 
Disbursements  Section 

The  following  units  are  grouped  into  the  Disbursement  Section: 

1,  The  five  fund  accounting  teams  which  are  structured  to  - 

a.  Monitor  the  fiscal  operations  of  an  assigned  group 
of  city  departments; 

b.  Perform  a  comprehensive  pre-audit  of  all  of  the 
accounting  transactions  initiated  by  City  depart- 
ments  (except  revenue  receipts,  payroll  and  grant 
related ) ; 

c.  Monitor  the  related  batching,  data  entry  and  error 
correction  functions; 

d.  Perform  the  Controller's  budget  preparation  function; 
and , 

e.  Act  as  the  departmental  liaison  on  behalf  of  the  Con- 
troller. 

2,  Payroll  unit  verifies  legality  and  availability  of  payroll 
funding.     Approximately  26,000  payrolls  are  audited  annually. 
A  payroll  register  is  also  maintained. 

3.  Social  Services  unit  monitors  payments  and  funding  of  social 
service  outlays. 

4.  Payments  unit  audits  invoices  and  materials  received  reports 
and  maintains  sales  tax  records. 

There  are  two  methods  of  making  payments  to  vendors. 

a.  Direct  payments ,  i.e.,  the  manual  typing  of  a  warrant 
with  the  batching  of  payments  then  processed  through 
the  Electronic  Data  Processing  System;  and 

b.  System  generated  payments  whereby  verified  payment  data 
is  input  to  the  Electronic  Data  Processing  System  and  a 
voucher  payable  is  set  up  and  then  cleared  by  a  system 
generated  warrant. 

Payments  are  made  three  to  five  days  after  the  receipt  of 
properly  executed  documents  in  the  Controller's  Office. 
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Financial  Services  Division  (Cont'd) 


Disbursements  Section 


5.     The  clerical  unit  is  charqed  with  maintaining  storage,  inven- 
tory and  certain  registers  of  accounting  documents. 

The  approximate  numbers  of  individual  transactions  annually  are: 


Work  Orders 

Work  Order  Liquidations 
Encumbrances 
Encumbrances  Payments 
Purchase  Orders 
Purchase  Orders  Payments 
Contracts 
Contract  Payments 
Service  Order 

Service  Order  Liquidations 
Direct  Payment  Requests 
Payrolls  Processed 

Employee  Requisition  extensions  approved 
Employee  Pay  Warrants  Released 
Employee  Requisitions  Processed 
Journal  Entries  Processed 


1977-78 

3,900(est) 

4,100  " 

2,-100  " 

17,700  " 

28,100  " 

25,200  " 

1,100  " 

5,850  " 
800 

880  " 

26,922 
* 

* 

* 

* 


1978-79 

1,476 
1,802 
5,784 
13,704 
12,687 
12,556 
1,312 
3,710 
15 
31 

12,857 
26,256 
3,360(est) 
1,026,246 

12,850(est) 
10,767** 


*       Performed  by  Budget  Division  in  F.Y.  1977-78 
**     Performed  by  Accounts  and  Reoorts  Division  in  F.Y.  1977-78 
Revenue  Section 

Approved  Budget  -  $45,048 

Number  of  Employees     5,   1977-78  (Including  3  CETA's) 
"  5,   1978-79  (Including  3  CETA's) 

The  division  maintains  accounting  controls  on  deposits  with  the 
Treasurer.     It  also  processes  revenue  and  disbursements  of  various 
Municipal  and  Superior  Court  Trust  Funds. 
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Financial  Services  Division  (Cont'd) 


Revenue  Section 


1977-78 


1978-79 


Deposits  Processed 
Receiots  Processed 
Trust  Fund  Transactions 
Processed 


14,966  13,105 
l,150,000(est)  l,000,000{est) 


66,395 


64,809 


Grants  Division 

ADProved  Budget  --  $201,543 

Number  of  Emoloyees  -  12,   1977-78   (Including  3  CETA's) 

9,   1973-79  (Including  2  CETA's) 

This  division  monitors  and  accounts  for  all  Federal  and  State  grants 
from  installation  to  claims  for  reimbursement.     It  also  nreoares  the 
County  Wide  Indirect  Cost  Allocation  Plan  which  obtains  Federal  and  State 
reimbursement  for  the  costs  of  those  departments  that  provide  services  to 
the  departments  receiving  grants  and  subventions. 


2,  Maintaining  records  of  and  accounting  for  Revenue  Sharing 
Funds,   including  the  preparation  of  various  reports  and 
schedules. 

3,  Preparation  of  County  Cost  Allocation  Plan 
Payroll  Division 

Approved  Budget  -  $1,4  71,220 

Number  of  Employees:     34,   1977-78  (Including  6  CETA's) 
"  "  "  33,   1978-79  (Including  5  CETA's) 

1,     A.       The  functions  of  the  Payroll  Division  are: 


1. 


Recording  and  monitoring  grants  as  to  legality  and 
availability  of  funds. 


1977-  78 

1978-  79 


404  grants 
600  grants 


(1)     The  preliminary  audit  of  timerolls  submitted  by  all 
departments  including  School  District  classified 
and  all  Community  College  rolls. 
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Payroll  Division(Cont 'd) 

(2)  The  control  of  Timerolls  through  all  stages  of 
Drocessing  in  accordance  with  schedule  established 
by  this  division  until  the  resultant  nayrolls  and 
pay  warrants  are  released  to  the  deoartments . 

(3)  The  compliance  with  court  orders  for  garnishments 
or  assignment  of  wages. 

(4)  The  accounting  for  and  reporting  of  involuntary 
payroll  deductions  such  as  withheld  Federal  and 
State  income  taxes,  social  security  deductions 
and  State  retirement  deductions. 

(5)  The  accounting  for  and  reporting  of  voluntary  nay- 
roll  deductions  such  as  employee  organization  dues 
and  sponsored  insurance  premiums,  employee  credit 
union  payments,  and  savings  bond  deductions. 

(6)  The  distribution  of  all  payroll  deductions  to  the 
proper  appropriations. 

B    Output  of  payrolls  is  bi-weekly,  with  the  exception  of  School 
and  College  teachers'  monthly  rolls. 


1977-78  1978-79 

Departments  paid  73  71 

Employees  paid( excludes  School)  24,114  22,449 
Employees  reported  for 

withholding  tax  36,353  34,526 

Employees  reported  for  Social 

Security  (includes  School)  20,473  20,326 

Employees  reported  for  State 

Retirement  427  409 

Voluntary  deduction  items 

reported  monthly  for  members  of 

organizations  and  credit  unions  52,599  50,692 
Agencies  authorized  to  receive 

voluntary  deduction  by  employees  128  125 

Savings  bond  deduction  items 

reported  bi-weekly  2,040  1,749 

Payrolls  Processed  27,571  26,256 

Warrants  Issued  1,066,163  1,026,246 

Garnishments  Processed  9.887  10.122 
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